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1. Follow instructions in “How to Find a
Facility and Unit of a Facility”.

2. Select the facility.

3. On the Facility View screen, click on
the Unit ID to select the unit where the
lead investigation was conducted.

If the entire building was included in the
investigation, select “ALL UNITS”.

If more than one unit was included in the
investigation, but not the entire building,
report a separate lead investigation for
each unit included in the investigation.
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4. Verify that you
have selected the
correct facility and
unit.

5. Click on “Report
Lead Investigation”.
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6. Complete all fields.

Investigator Company ID -
Number issued by DHFS, as
appears on company certification.
Do not include “HFS”

Investigator ID -
ID number issued by DHFS, as
appears on certification card.
Do not include prefix such as LII,
LHI or LRA.

After you have completed all
fields, check your work for
accuracy, then click on “Preview”.
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You will be given this
message if you do not
provide correct ID
numbers or if appropriate
certification was not in
effect on the date the
investigation was
completed.
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7. Carefully review all information
on this screen.

8. If the information is correct,
print this screen, then click on
“Save” to submit the information.

You cannot view or correct  this
information after you save it.

If information is incorrect,
click on “Edit” to make
corrections. (See next page.)

9. To add another investigation, click on “Search Facility” and go back to the beginning of the
instructions.
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10. If you click on “Edit”,
you will be taken back to the
data entry screen, where
you can change information
you entered before.

11. Click on “Preview” after
you have made your
corrections and go back to
Step 7 on the previous
page.


